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hief, sanagement Staff

lmeords Hanagement

1. As indicated in =Wy discussion at the JGI meeting of
& Lugust, there follows & sumsary of the major arcas for potential
accomplishment in rocords management activity in your office, 1
feel therc is a great deal o be gained fron this prograf.
surpose at this time is simply to point up the areas where further
work is needed rather than %0 review overall agcomplishments. I
am “oing this from a general knowledge of your program put without
detailed information on your operationa or the activities of your
records officer,

tecomis Creations Heports management should be particularly
profitable in your Gffice and adequate time should ve allocated
for satatlishing and maintaining the necassary sontinuing control
and analysis ef reporis. Tour records officer 1s sepving as a
central clearing point for formss but she will revire more train-
ing and considerably more time to perfors the review and analysis
necessary to develop the most sconomieal and efficient forms, 4
survay should be sonducted to determine whether measures are needed
Lo improve the guality of correspondence and to reduce its cost.

Records Maintemange: The Agency filing systiem i applicable
with modifications to al correspondence records and could be in-
stalled in all divisions and staffs, Gtudies shoull be pade to
improve Filing operations, record systens, and mall contrel proced-
BRrede

sl Haterials: A vital saterisls schedule that acequately
iocuments the essential smergsncy records of your fice 18 needed,
taen UFTice im the Wi/S and 53/1 aress has such a schadule.

iAgpositiont Uood progress has rwen shown in ihe trunsfer of
inactive recorus to the Records Center and records sebedules have
been developed, However, the maragement of your recors dizposi-
rien program would be more affective if a records inventory were
taken, information secured in this maaner revaals the age and
¢alume of recoris and shous the rate of accummlation of vour filoes.

Approved For R 000/084pfrTeTAR
elease 2 R@frTCTA-RDP70-00211R000200080081-1

~w



25X1A9a

25X1A%9a

Approved For Release 0/08/25 : CIA-RDP70-00211R000200080081-1

“4th this knovledge 1t 18 often possible to anslvme and control
the growth of certain files, In addition, volume f4{-ures are
essentlal to saintaining & record of materisl retired, destroved
and on hand, and they provide a means of measuring the overall
effectiveness of veur program with respeet to the percentage of
rermanent and temporary vecords ereated by the Office,

2. I feel that the records ereated by your staff are espee
cially important and that thelr proper management recuires cons
timied attention. The Records Management 3taff will continue to
provide your records officer with technieal assistance, Bowever,

the Buecess of your progran will depend emually upen the smount

of time that she can dewota to management, I feel that
this should be full time, Hr, , Chief of the Hecords

Yanagement Staff, would appreciate an epportunity to discuss tiis
with you, Alse, if T can be of further assistance, please let me

know,
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